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One Day 

the President and 
the Office Manager 
Got Their Heads 
Together ... 



"Look, George, M said the President, n what about those 
girls of yours? Isn’t it time we did something for them ? ” 

n What do you mean, J„ B. ? M said the Office Manager. 


’’Well--we have training and morale-boosting programs 
for lots of our personnel but it seems to me that we’ve sort of 
overlooked the office staff. And those girls of yours are mighty 
important. When they’re enthusiastic, they do us a whale of a 
lot of good. When they get careless or disinterested, there’s 
the devil to pay--errors, customers offended, work that has 
to be done over--you name it!” 

”1 can’t dispute that, J. B. , ” replied the Office Manager. 
’’But most of the office training material I’ve seen is so dull I’m 
afraid the girls might resent it. And the most important thing 
isn’t necessarily office skills anyway--it’s attitude. If a girl 
has the right attitude, she’ll develop the skills she needs--with 
training or without it. ” 


”1 agree with you 100%, ” said J. B. ”So why don’t we 
consider something like these?” He tossed a couple of issues 
of PAM SAYS across the desk. 


George grinned. ’’You’re stealing my thunder. I 
investigated this program six months ago--got a few samples 
and tried them on the girls. They liked them a lot. Frankly, 
they’re more impressed when PAM says something than they 
are by my needling and lectures on the same subject. I was 
about to subscribe for our girls when you announced that economy 
program--so I let it go for the time being. ” 

”I’m all in favor of economy, ” said J. B. , 


’’but I really 




































































think this comes under the heading of spending money to make 
money. If it helps even a few of the girls, it T 11 be a real bargain. 
Let's give it a whirl. ff 


^ 


The above story is strictly fictitious. Frankly, we wish 
it weren't. We wish every company president and office manager 
would sit down together, discuss the same problem, and examine 
a few copies of PAM SAYS. 

Are you tired of haranguing girls about tardiness, errors, 
and over-long coffee breaks? About inappropriate dress, heavy 
perfume, and excessive socializing? About lack of enthusiasm, 
lack of interest, lack of loyalty to the company ? And about 34Z 
other things ? 

Why not let PAM do it? It may open your eyes to find that 
a third party, talking as one woman to another, carries a surprising 
impact--especially someone who lays it on the line in the refreshing 
way PAM does. The girls- read and enjoy her twice-a-month 
messages. They frankly admit she hits the nail right on the head. 
The only objection the girls have ever registered with us is that 
there ought to be a similar service for men. 

Don't take our word for it--try this service right in your 
own office and see the results for yourself. Just give me your 
permission on the enclosed card to send you copies of PAM SAYS, 
one for each girl in your office. If your girls are not enthusiastic 
about these bulletins. . . if you don't notice a definite improvement 
in their attitudes and work. . . just drop me a line and tell us to 
cancel your service. No salesman will call, there is nothing to 
return, and the unused balance of any amount you may have paid 
will be refunded immediately. 

PAM SAYS has the most enthusiastic customers of any 
training program we offer. The girls like to receive it and the 
boss likes the way they react to PAM'S suggestions. Don't miss 
this opportunity to try it for your entire office staff. Send in your 
reservation card today. 


ps/b 

The ECONOMICS PRESS, Inc. 


Sincerely, 



Serving Industry and Education with Better Training Materials 


270 PLEASANT VALLEY WAY • WEST ORANGE • NEW JERSEY 07052 • Tel 201-736-2255 
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To Acquaint Your Office Personnel With 

PAM SAYS 

A Successful, Proven Program 
For Improving Secretarial Skills and Attitudes 

the BOARD OF EDITORS of 
THE ECONOMICS PRESS 

Cordially Invites 


Your Secretarial Staff 

To Enjoy A Trial Subscription 

















A new issue of PAM SAYS — similar to the enclosed 
sample — is published twice each month. By distributing 
them regularly to your secretaries and office workers, you 
can — 

—emphasize their importance as part of your busi¬ 
ness team 

—stress the need for continued growth and develop¬ 
ment 

—help improve and sharpen secretarial skills and 
attitudes. 


To try PAM SAYS — 

1. Simply note on the enclosed card the desired number of 
copies and drop it in the mail. You will receive a new issue 
twice a month. 

2. Each issue is subject to your personal approval. Any issue 
you do not choose to distribute may be returned immedi¬ 
ately for full credit or refund. 

3. You may stop the service at any time, for any reason, and 
pay only for those issues already received. We will send 
you an immediate refund for any unused balance of your 
subscription. 




(SAMPLE ISSUE) 



Pam Says 

Copyright © 1963, The Economics Press, Inc., West Orange, N. J., All rights reserved. 


PERSONALITY PLUS 

1- The girl who handles most of our 
incoming calls has a terrific 
telephone personality. Just from the 
way she answers the phone you can 
tell she is delighted that you called 
and would love to help you. 









2 . Hardly a week passes without some customer or supplier taking the 
trouble to tell us how pleasantly his call was handled. She does an 
important goodwill job for our organization. You can do the same for 
your company, your boss, and yourself. Or vice versa. It all depends 
on your attitude toward the telephone and that unknown person 
on the other end. 



“That gal who answers 
your phone is terrificl" 



I 










When the phone rings, it may be anybody—the president of your 
company, your biggest customer, the boss’s wife, or a clerk in the file 
room. That means there is only one way to answer the phone—ever: 
promptly and pleasantly! If it happens to be the clerk in the file room, 
she’ll appreciate your courtesy too. 


"Excuse me a 
minute, pleasel" 



1 



I 











4 - Sure there are times when the last thing 
in the world you want to hear is the 
phone ringing! But the person who 
calls isn’t aware of your problems. And 
he isn’t going to like it a bit if you let 
the annoyance show in your voice 


or manner. 



"Ill bet she comes to work 
tick!" 


1 
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5 

J 



5 - One of the tests of a good secre¬ 
tary is the way she handles the 
telephone under pressure— 
calmly, courteously. She doesn’t 
panic, and she doesn’t take it 
out on the innocent party on 
the other end of the line. 



■ 










6 - Maybe your boss is a Y.I.P.—but don’t let it show by the haughty way 
you answer the phone. When you have to screen calls, do it pleasantly, 
cheerfully and considerately: “May I tell him who is calling?” “May I 
tell him what you are calling about?” Courtesy pays, from the top 
down as well as from the bottom up. Answer that phone with 
personality plus! 





"He won't be. back today-- /s there 
any way / could help you. ?" 










WHAT WOULD YOU DO? 


Your boss is out of town for the rest of the week. A customer calls for him 
by long distance telephone. When you ask if there is anything you can do, 
he tells you that some merchandise your boss promised him a week ago 
hasn’t arrived. What would you do? 



1. Tell the customer you don’t know anything about it, 
but you’ll have your boss call him first thing 
Monday morning. 

2. Tell him that, if your boss promised it, it must 
have been shipped. Assure him it will show 

up in a day or two. 

3. Get enough facts to identify the order. Then tell him 
you'll investigate and call him back later in the day. 


(For Pam’s comment on your choice, see next page.) 




"What happened to this ? The 
customer is haring a fit!" 



PAM’S COMMENT 


1. He wants help right now. Is that the 
best you can do? 

2. Very risky. You’re not helping a bit— 
just trying to stall. 

3. Good! If you don’t know how to 
check up on the order, get your boss 
on the phone and find out. If it's a 
significant customer, maybe you’d 
better call the boss anyway—he 
may want to make his own apologies. 




YOU MAY WISH TO RETAIN THIS 
STUB FOR YOUR RECORDS. 


BUSINESS REPLY MAIL 

No Postage Stamp Necessary If Mailed in the United States 
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| Postage will be paid, by 

The 
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RESERVATION INSTRUCTIONS 


John L. Beckley, President, The Economics Press, Inc., 270 Pleasant Valley Way, West Orange, New Jersey 07052 


We’d like to try PAM SAYS and judge for ourselves its effectiveness for our office 
personnel. Send us a new issue twice a month until we tell you to stop. It is under¬ 
stood that all issues will be shipped subject to our approval; also that we may stop the service at 
any time and pay only for those issues already received. If we cancel, you guarantee to refund imme¬ 
diately the unused balance of any amount we may have paid. 

Please send . copies of each issue / one for each girl in our office. 

(WRITE HOW MANY) 


Name . Title . 

Company .. 

Street & No. (or P.O. Box) . 

City.State.Zip 


Looseleaf binder holds full year's issues. Sturdy blue Leth- 
OPTlON erex, with white trim; riveted, all-metal, “flick-open” binding. 
Handsome and useful. 50? each (billed later). 




Kindly R. £. *U. P. 

by returning this 
postage-free card 


The above offer is intended for bona fide busi¬ 
ness organizations and is not available to individ¬ 
uals. It is made to a limited number of companies 
at a time. If you do not choose to take advantage 
of it, we would still appreciate hearing from you. 
Just note your wishes here. 



panpfi We do not wish 

to accept your 
offer to try PAM SAYS. 
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Pam S&y® 

^ ^ t0 1965, The Econoimcs 

Copyng^ .tiiiimmnuuwWWV 


press, 


the latest thing 

in Office Training . 
















Pam Says 



n 

PUBLICATION ESPECIALLY FOR BUSINESS GIRLS . . . ^ 4 * 

A subscription service with just the right kind of instruction 
to help girls sharpen skills and develop confidence to see ^2^ 

them through any office situation. Written in a style espe¬ 
cially for business girls, this is high level instruction that 
gives a gal the poise and polish of a real professional. 

IN A PRACTICAL NEW FORMAT . . . 

Subscribers receive two illustrated, twelve-page bulletins 
each month, twenty-four stimulating issues throughout the 
year. Attractive PAM SAYS binders are also available for 
handy filing. 

WITH ONE MAIN IDEA PER ISSUE . . . 

Each issue focuses squarely on one of the qualities that makes 
a top-notch professional stand head and shoulders above the 
average. In a method based on programmed instruction, the 
techniques are carefully broken down into the amount a girl 
can easily remember and apply. 

PLUS THESE ADDITIONAL SECTIONS . . . 

’’What Would You Do?" The techniques in each issue are re¬ 
inforced by a hypothetical situation. A problem is set up with 
alternative choices of action. Then "PAM." comments often 
humorously--on the various solutions. 

"Watching Your P's and Q's Department" and "Test Your¬ 
self". Two sections, appearing in alternate issues, offer¬ 
ing a quick brush-up on spelling, grammar, punctuation and 
word usage--valuable to new and experienced workers alike. 

Add it all up and you have modern, up-to-date training 

that business girls find enjoyable as well as beneficial! 




See over 
for samples 
of actual 
issues 








Covers reproduced at 
% actual size. 
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Some Pam Says users: 

Aerojet-General Eastman Kode 

AETNA Life Insurance FMC Corporat' 

Allied Chemical Florida Power 

Allis-Chalmers Ford Motor Cc 

Allstate Insurance General Electi 

Aluminum Company of America General Mills 
American Airlines General Motor 

American Broadcasting Company The Gillette Ci 
American Cyanamid Goodyear Tire 

American Institute of C.P.A.’s Company 

American-Standard Honeywell, ln< 

American Telephone & Telegraph Humble Oil & 
Armco Steel Illinois Centra 

Armstrong Cork International 

Avis Rent-A-Car System Jones & Laugl 

Bank of America Kaiser Steel 

Bendix Corporation Kelly Girl Sen 

Burlington Industries Kennecott Coi 

J. I. Case Company Kimberly-Clarl 

Chemstrand Company Kraft Foods 

Cities Service Oil Company Lever Brother; 

The Coca Cola Company Eli Lilly & Cot 

Continental Airlines Look Magazim 

Continental Can Manpower, ln< 

Corning Glass Works Martin Mariet 

John Deere Michigan Bell 

Douglas Aircraft Minnesota Mil 

Dun & Bradstreet Manufactur 

E. I. du Pont Monsanto Con 

Eastern Airlines Moore Busine; 
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Pam Says 

to help every office girl 
do a better job ... 

Two New Issues Every Month! 
Subscribe Today! 


Some Pam Says users: 


Aerojet-General 

AETNA Life Insurance 

Allied Chemical 

Allis-Chalmers 

Allstate Insurance 

Aluminum Company of America 

American Airlines 

American Broadcasting Company 

American Cyanamid 

American Institute of C.P.A.’s 

American-Standard 

American Telephone & Telegraph 

Armco Steel 

Armstrong Cork 

Avis Rent-A-Car System 

Bank of America 

Bendix Corporation 

Burlington Industries 

J. I. Case Company 

Chemstrand Company 

Cities Service Oil Company 

The Coca Cola Company 

Continental Airlines 

Continental Can 

Corning Glass Works 

John Deere 

Douglas Aircraft 

Dun & Bradstreet 

E. I. du Pont 

Eastern Airlines 


Eastman Kodak Company 
FMC Corporation 
Florida Power & Light 
Ford Motor Company 
General Electric 
General Mills 
General Motors 
The Gillette Company 
Goodyear Tire & Rubber 
Company 
Honeywell, lnq. 

Humble Oil & Refining Company 

Illinois Central Railroad 

International Business Machines 

Jones & Laughlin Steel 

Kaiser Steel 

Kelly Girl Service 

Kennecott Copper 

Kimberly-Clark 

Kraft Foods 

Lever Brothers 

Eli Lilly & Company 

Look Magazine 

Manpower, Inc. 

Martin Marietta 
Michigan Bell Telephone 
Minnesota Mining and 
Manufacturing 
Monsanto Company 
Moore Business Forms 


Mutual of New York 

National Cash Register 

National Distillers 

National Gypsum Company 

Oregon State University 

Otis Elevator Company 

Owens-Illinois Glass Company 

Pittsburgh Plate Glass 

The Quaker Oats Company 

Quaker State Oil 

R. J. Reynolds 

Rockwell-Standard 

St. Regis Paper Company 

Sealtest Foods 

Sears Roebuck & Company 

Shell Oil Company 

Singer Sewing Machine Company 

Sperry Rand 

Standard Oil of California 
State Farm Insurance Companies 
SyTvania Electric Products 
Trans World Airlines 
Union Carbide 
U. S. Steel 

University of California 
Western Electric Company 
Westinghouse Electric 
Weyerhaeuser Company 
Whirlpool Corporation 
Xerox 
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Mutual of New York 

National Cash Register 

National Distillers 

National Gypsum Company 

Oregon State University 

Otis Elevator Company 

Owens-Illinois Glass Company 

Pittsburgh Plate Glass 

The Quaker Oats Company 

Quaker State Oil 

R. J. Reynolds 

Rockwell-Standard 

St. Regis Paper Company 

Sealtest Foods 

Sears Roebuck & Company 

Shell Oil Company 

Singer Sewing Machine Company 

Sperry Rand 

Standard Oil of California 
State Farm Insurance Companies 
SyTvania Electric Products 
Trans World Airlines 
Union Carbide 
U. S. Steel 

University of California 
Western Electric Company 
Westinghouse Electric 
Weyerhaeuser Company 
Whirlpool Corporation 
Xerox 
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Pam Says 

QUANTITY PRICES (shipped in bulk) 


3-9 copies of each issue.29* each 

10-19 copies of each issue.27* each 

20-49 copies of each issue.25* each 

50 or more copies of each issue.22* each 


PAM SAYS Filing Binders @ 50* each. 

Quantity orders billed every six months; 6% discount on annual billing 
if you prefer. Individual subscriptions $10.00 per year. 
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The ECONOMICS PRESS, INC. 

270 PLEASANT VALLEY WAY 
WEST ORANGE, NEW JERSEY 07052 
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It’s the latest thing 
in Office Training■ 

































Pam Says 


A PUBLICATION ESPECIALLY FOR BUSINESS 

A subscription service with just the rig 
to help girls sharpen skills and develop 
them through any office situation. Wri 
cially for business girls, this is high lc 
gives a gal the poise and polish of a rec 

IN A PRACTICAL NEW FORMAT . . . 

Subscribers receive two illustrated, tw 
each month, twenty-four stimulating is 
year. Attractive PAM SAYS binders ai 
handy filing. 

WITH ONE MAIN IDEA PER ISSUE . . . 

Each issue focuses squarely on one of t 
a top-notch professional stand head and 
average. In a method based on prograi 
techniques are carefully broken down ii 
can easily remember and apply. 

PLUS THESE ADDITIONAL SECTIONS . . . 

"What Would You Do? 1 ’ The techniques 
inforced by a hypothetical situation. A 
alternative choices of action. Then "P- 
humorously-- on the various solutions. 

"Watching Your P T s and Q f s Departmen 
self". Two sections, appearing in alte: 
ing a quick brush-up on spelling, grami 
word usage--valuable to new and exper: 

Add it all up and you have modern , U{ 
that business girls find enj< 
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Pam Says 

QUANTITY PRICES (shipped in bulk) 


3-9 copies of each issue.29* each 

10-19 copies of each issue. 27* each 

20-49 copies of each issue.25* each 

50 or more copies of each issue.22* each 


PAM SAYS Filing Binders @ 50* each. 

Quantity orders billed every six months; 6% discount on annual billing 
if you prefer. Individual subscriptions $10.00 per year. 
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